ORDER FOR SUPPLIES OR SERVICES
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PAGE
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IMPORTANT: Mark all packages and papers with contract and/or order numbers.

1. DATE OF ORDER 2. CONTRACT NO. (if any} 6. SHIP TO: 05010
23 Nov 2004 a. NAME OF CONSIGNEE Ult Dest: 05010

3. ORDER NO. 4. REQUISITION/REFERENCE NO. CONSUMER PRODUCT SAFETY COMM. '
CPSCI0S51048 N/05/1100/001 b. STREET ADDRESS

5. 1SSUING OFFICE Address correspondence to: CPSC OFFICE OF THE SECRETARY
US CONSUMER PRODUCT SAFETY COMM 4330 EAST WEST HIGHWAY ROOM 502
DIVISION OF PROCUREMENT SERVICES c.CITY d. STATE e. ZIF CODE
4330 EAST WESTHWY ROOM 517 BETHESDA MD 20814-4408

{. SHIP VIA

BETHESDA, MD 2(814-4408

DODIE B KESSLER (301) 504-7037

7. TO: 00019881 TIN: 440553243F

8. TYPE OF ORDER

a. Name of Contractor

NATIONAL ARCHIVES AND DUNS: 104671235

| |b. DELIVERY

Except for billing instructions on the
reverse, this delivery order is subject

x_| a. PURGHASE
REFERENCE YOUR:

b. Company Name

Please fumish the following on the
terms and conditions specified on
both sides of this order and on the

to instructions contained on this side
only of this form and is issued subject

¢. Street Address
OFFICE OF REGIONAL RECORDS SERVICES

8601 ADELPHI ROAD

fo the terms and conditions of the

attached sheet, if any, including above-numbered contract.

delivery as indicated.

d.City COLLEGE PARK [e. State MD __|t. Zip 20740-6001

9. ACCOUNTING AND APPROPRIATION BOC: OBLIGAT

05 PS EXOB 1100 43280 253x

10. REQUISITIONING OFFICE
oS

ED AMT: $20,000.00

11. BUSINESS CLASSIFICATION (Check appropriate box{es))

[]d. WOMEN-OWNED

[ Ja. SMALL b. OTHER THAN SMALL | _]c. DISADVANTAGED
12. F.0.B. POINT 12. GOVERNMENT B/ NO.
15. DELIER TO |16 DiscounT
DESTINATION ON OR BEFORE | ERMS
13. PLACE OF 30 Sep 2005 00.00% 0 Days
a. INSPECTION b. ACCEPTANCE
BETHESDA, MARYLAND  (BETHESDA, MARYLAND Net 30
17. SCHEDULE (See reverse for Rejections)
: QUANTITY ) . QTY
ITEM NO., SUPPLIES OR SERVICES ORDERED | UNIT UNIT PRICE AMOUNT ACCEPT.
(a) (b) {c) (d (e) ) @
INTERAGENCY AGREEMENT ' "
0001 This Interagency Agreement is between the 1| LT 20,000.00 20,600.00
Consumer Product Safety Commission (CPSC)
and the National Archives Records
Administration (NARA) for delivery, storage,
and/or pick-up requests, refiles, and SF's 135
by Washington National Records (WNR)
18. SHIPPING POINT 19. GROSS SHIPPING WEIGHT |20. INVOICE NO. "7ty
27. MAIL INVOICE 70 (T(%E’:‘L
a. NAME pages)
TR CONSUMER PRODUCT SAFETY COMM
o |b- STREET ADDRESS (or P.0. Box)
RSE ACCT OFFICER DIV OF FIN MGMT ROOM 522 uss. 170)
WASHINGTON, DC 20207 R GRAND
c. CITY d.STATE  Je.ZIP CODE TOTAL
20,000.00
{301) 504-0018 - ’

22, UNITED STATES OF

AMERICA BY (Signature} SEE PAGE 9

23. NAME (Typed} .
DONNA HUTTON - {301) 5047009
(TITLE CONTRACTING/ORDERING OFFICER)

AUTHORIZED FOR LOCAL REPRODUCTION
Previaus edition not usable

OPTIONAL FORM 347 (REV. 6/95)
Prescribed by GSA/FAR 48 CFR 53.213(g}



' ORDER FOR SUPPLIES OR SERVICES - Continuation PAGE OF PAGES
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IMPORTANT: Mark all packages and papers with contract and/or order numbers.
DATE OF ORDER CONTRACT NO. {if any) ORDER NO.
23 Nov 2004 CPSCI)51048
ITEM NO. SUPPLIES OR SERVICES QUANTITY | UNIT UNIT PRICE AMOUNT QTy
(a) (b) ORDERED (G)] (e} (f ACCEPT.
{e) (@)

personnel in accordance with the attached
Statemnent of Work.

THIS INTERAGENCY AGREEMENT

ENCOMPASSES CPSC HEADQUARTERS

OFFICE LOCATED IN BETHESDA, MD
AND ALL REGIONAL OFFICES.

NARA FUNDING CODE: 360
ALC: 470000 16
DUNS#: 104671235

.|PERIOD OF PERFORMANCE:
OCTOBER 1, 2004 - SEPTEMBER 30, 2005

CPSC PROJECT OFFICER:
ANN DE TEMPLE (301) 504-6501
ROCKY HAMMOND (301 504-6833

NSN 75401-01-152-8082 50348-101 OPTIONAL FORM 348 (10-83)
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TERMS AND CONDITIONS
. PURPOSE

This agreement sets forth the terms and conditions under which the National Archives and Records Adnunistration’s
(NARA) records centers shall store and service records which remain in the legal custody of the Consumer Product Safety
Commission (CPSC), hereafter referred to in this document as CPSC. Terms in italics are defined in Attachment A to this

agreement.

il. COVERAGE

This agreement shall become effective on October 1, 2004, and shall continue through September 30, 2005. This agreement
covers customer agency records stored and serviced in NARA’s records centers (including the Washington National Records
Center and the National Personne] Records Center) where legal ownership of the records remains with CPSC. In some instances,
regional or local agreements may supersede or augment this agreement. This agreement shall be updated annually, but may be
amended sooner if deemed necessary by NARA or CPSC.

A fully executed agreement or an acceptable substitute (such as a purchase order) is to be in place by October 31, 2004. If an agreement or an acceplable
substitute is not in place by October 31, 2004, then NARA may institute a policy of suspending records center services until the agreement or an acceptable
substitute is in place.

IIl. RECORDS CENTER STORAGE AND SERVICES

A. Storage

1.. NARA shall store records of the CPSC, which currently include Record Group 424 in a safe and secure environment
which meets the requirements outlined in 36 CFR part 1228.

2 Unless arrangements have been made with CPSC, NARA shall store the CPSC records in the NARA records center
that is designated to serve the geographic area in which the records originated or were maintained by the CPSC. A
directory that indicates the geographic areas served by each NARA records center can be found as Attachment B to

this agreement.

3. NARA shall assisf the CPSC in properly implementing, managing, and removirig disposition freezes placed on
Federal records by court order or agency directives. Agencies shall notify NARA when the freeze should be lifted.
NARA will generally provide assistance involving freezes without imposing additional charges.

4. FExtracts from automated reports shall be made available to the CPSC as needed. NARA will generally provide
extracts from automated reporting systems without imposing additional charges.

5. For billing purposes, NARA shall charge the CPSC based on the volume of records stored. Separate storage fees are
assigned to Classified and Non-Textual Environmentally Controlled holdings.

6. [Reserved for specific agency storage requirements or locations]

B. Services
1. NARA shall provide the CPSC with the following services:

a.  Transferring

(1) To initiate a retirement of records, the CPSC must submit a Standard Form 135 (SF 135) Records Transmittal
and Receipt, to the appropriate NARA records center. (See Attachment B for addresses, phone numbers, names of
contacts, e-mail addresses, and the geographic areas served by each center.) The SF 135 must be completed according
to NARA instructions. Acceptable methods of transmittal include but are not limited to matl through the United

CPSC-I~-05-1048
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States Postal Service, express delivery services, fax, or as an email attachment. (If submitting the SF /35 via email or
fax, the CPSC should ensure the SF' /35 bearing a signature of the transferring agency official in block 2, along with a
photocopy, is placed in the box 1 of the Transfer when the records are shipped). Proposed transfers of scheduled
permanent and/or unscheduled records must include a detailed box listing attached to the SF" /35. Additional
guidance on transmitting SFs /35 and preparing records for shipment is available from each NARA records center.
An electronic SF 135 can be found at http://www.archives.gov/records_center_program/forms/sf_135_intro.html

(2) NARA shall process submitted SFs 135, either by approving the Transfer or initiating corrective action, within 10
business days of receipt. :

(3) Once approval has been granted via the SF 135, the CPSC may ship the fransfer(s) to the appropriate NARA
records center. Shipping methods include but are not limited to services provided by the United States Postal Service,
express delivery services, or freight carriers. Additional guidance on labeling boxes and shipping records is available
from each NARA records center. Some shipments may require providing advance notice to the NARA records
center. Special arrangements for the shipping and handling of classified records may be made with the receiving
NARA records center on a case-by-case basis. Shipping costs are the responsibility of the CPSC.

(4) If approved transfers are not received within 90 calendar days of approval of the SF' /35, records center staff may
contact the customer agency to determine the cause of the delay and recommend appropriate action.

(5) The customer agency shall maintain its own collection of SFs 135 for all of the records it ships to NARA.
However, each NARA records center shall maintain a comprehensive collection of SFs 135 for the CPSC records in
its holdings. Copies of SFs 135 may be provided on a fee basis.

(6) The CPSC shall internally maintain a detailed box listing of, or index to, all records for each fransfer that 1s retired
to a NARA records center. When practical, the CPSC shall provide NARA with a copy of this document by placing it
in the first box of the transfer to which it pertains. The copy provided to NARA shall serve as an off-site backup copy
for the customer agency. As cited in item (1), proposed transfers of scheduled permanent or unscheduled records
must include a detailed box listing attached to the SF'135.

(7) For billing purposes, a Processing Fee is applied to each separate transfer submitted for processing by the CPSC.
A Transfer fee is applied per cubic foot for records shipped to NARA. A separate Transfer fee is assigned to
Classified records. For customers in the Washington, DC metropolitan area, a pick up service for transfers is
available for volumes greater than 25 cubic feet. A specialized shipping and handling fee is applied for pick up
service provided by the WNRC trucks.

b. Disposal

(1) Ninety calendar days prior to a transfer’s scheduled disposal date, NARA shall notify the customer agency by
sending NA Form 13001 Notice of Intent to Destroy Records to the CPSC records officer or other designee. It1s the
CPSC responsibility to keep NARA informed of any address changes as they occur.

(2) Records shall be destroyed within 90 calendar days of eligibility, as determined by the applicable records
disposition schedule and NARA receipt of written concurrence from the CPSC, whichever comes later.

(3) If NARA is unable to accomplish the disposal of the CPSC records within 90 calendar days of their becoming
eligible for disposal, the CPSC shall not be responsible for the storage costs of these disposable records beyond the
initial 90 day period. If, however, any records are retained beyond the 90-day period. at the request of or for the benefit
of the CPSC, including, but not limited to court-ordered freezes, normal storage charges shall continue to apply.
Under circumstances where an ordered freeze has been lifted, NARA will negotiate with the customer agency to
establish a reasonable time frame within which the disposal will be accomplished.

(4) NARA shall dispose of all temporary records in accordance with Federal regulations and as specified in the
records schedule item cited on the disposal notice. NARA shall also ensure that access to the records is restnicted

CPSC-I-05-1048
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throughout the disposal process. Disposal shall occur under contract with a wastepaper or other recycling company or
by NARA.

(5) NARA shall provide disposal witnessing services when required by Federal regulations.
Unless instructed otherwise in writing, NARA will provide contractor witness disposal.

(6) NARA may require additional reimbursement from the CPSC for the disposal of non-textual media and textual
records which contain a significant amount of non-textual material that must be removed prior to shredding (clips,
binders, mylar, and other non-paper materials). In such instances, NARA shall notify the CPSC in advance that
additional charges are warranted.

(7) NARA shall follow the procedures established in the current NARA Information Security Manual, for the disposal
of security classified materials, and Executive Order 12958 - Classified National Security Information,

(8) For billing purposes, a disposition fee is applied per cubic foot for records properly destroyed by NARA. A
separate disposition fee is assigned to Classified records.

c. Accessioning of Scheduled Permanent Records to the National Archives of the United States

(1) NARA will notify the CPSC when transfers become eligible for accessioning into the National Archives of the
United States (as determined by the applicable records schedule) by forwarding to the agency a SF 258,
Agreement to Transfer Records to the National Archives of the United States. NARA will forward the SF 258 to

the CPSC at the beginning of the fiscal year.

(2) Records will be accessioned into the National Archives of the United States on a quarterly schedule. January,
April, and July are the beginning of each quarter.

(3) NARA must receive the agency records officer's signed and completed SF 258 by December 31* for records to be
accessioned in the January-March quarter. NARA must receive the agency records officer's signed and
completed SF 258 by March 31* for the April-June quarter and by June 30" for the July-September quarter.

(4) IfNARA is unable to accomplish the accessioning of the CPSC records within the applicable quarter, the
customer agency shall not be responsible for the storage costs of these records beyond the initial quarter.

(5) The CPSC will pay the disposition fee for all accessions whether they are completed in the applicable quarter or
latér. ’

(6) If the CPSC declines to accession all or any part of the records requested on the SF 258, it will notify NARA in
writing of the declination and propose to the appropriate NARA records center facility a new accession date for
the particular records at issue. The customer agency will continue to be responsible for storage charges for
declined records until an accession is authorized via a signed SF 258

(7) NARA shall follow all applicable security procedures to the physical accessioning and storage of security
classified permanent records to the National Archives of the United States.

(8) NARA will attempt to remind the CPSC once when a signed and completed SF 258 has not been received.

(9) For billing purposes, a disposition fee is applied per cubic foot for records accessioned to the National Archives of
the United States. A separate disposition fee is assigned to Classified records. The disposition fee covers costs
incurred by the NARA records centers only; all other costs associated with accessioning records into the National
Archives of the United States are borne by NARA and are not charged to the CPSC.

d. Permanent Withdrawal

(1) The customer agency may submit a request for the permanent withdrawal of individual boxes of CPSC records
CPSC-I-05-1048
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from the physical custody of the NARA RCP using an Optional Form 11 (OF-11) or other NARA approved
forms.

(2) NARA RCP will prepare the records for shipment, update NARS-5, and update the SF 135.

(3) Requests for the permanent withdrawal of an entire record group or records series of CPSC records will be
negotiated between the NARA RCP and the customer agency in regards to costs, timeframes, and shipping

methods.

(4) For billing purposes, a permanent withdrawal fee is applied per cubic foot for records requested to be
permanently returned to the CPSC. Permanent withdrawals of an entire record group or records series are billed

to the CPSC as a project using labor and material costs.

e. Reference

(1) The CPSC may submit reference requests using an Optional Form 11 (OF-11) or other NARA approved forms.
The preferred method of submitting reference requests is electronically through the Centers Information
Processing System (CIPS). Other acceptable methods of transmittal include but are not limited to mail through
the United States Postal Service, express delivery services, fax, agency courier, or telephone. Additional
guidance on submitting reference requests is available from each NARA records center.

(2) When submitting reference requests, the CPSC shall provide the NARA records center with sufficient information
to locate the records. Additional guidance on submitting reference requests is available from each NARA records

center.

(3) When servicing reference requests, NARA records center staff may annotate each requested folder with the
transfer number, box number, and NARA records center shelf location number. This will facilitate refiling the folder

at a later date.

(4) Routine reference requests shall be serviced within one business day of receipt by the NARA records center.

(5) Emergency reference requests shall be serviced (same day or less than one business day turnaround) on an
expedited basis for an additional fee. The determination that a reference request qualifies as an emergency shall be
made solely by the CPSC, but if the CPSC designates a request as an emergency, they must be willing to pick up the
requested items within one business day or pay for overnight delivery service. For an additional fee, NARA staff will
also accommodate the CPSC by reading portions of a file over the telephone, scanning portions of a file-and
transmitting the scanned image as an email attachment, or sending via fax certain portions of a file to the CPSC.

(6) NARA shall ship routine reference requests to the customer agency via USPS First Class service and UPS or FedEx
Ground Service. Other delivery methods, such as couriers and overnight delivery, merit additional charges.

(7) Upon request, NARA shall provide on-site office space at each of its NARA records centers for CPSC personmel or
other authorized individuals to review any records it retired into NARA’s holdings. Appointments may be required.

(8) For requests that cannot be serviced without corrective action, NARA shall contact the customer agency to resolve
the problem. The CPSC shall provide a point of contact with a current telephone number on all reference requests 1t

submits to the NARA records centers,

{9) For billing purposes, a reference fee is applied per request. A separate reference fee is assigned to Classified
records. Emergency reference requests incur an additional charge.

f. Refiles and Interfiles

CPSC-I-05-1048
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(1) Acceptable methods of submitting refiles and interfiles include but are not limited to mail through the United
States Postal Service, express delivery service, or courier. Special guidance for the shipping and handling of
classified records may be obtained from each NARA records center.

(2) When submitting refiles, the CPSC shall ensure that the records being returned to the NARA records center for
refiling remain in the same file folder that was previously recalled from the NARA records center. In these cases, the
folder shall already be annotated with sufficient information to perform the refile (see paragraph IILB.1.d. (3) above).
If the records to be refiled have been placed in new folders, the CPSC shall provide the NARA records center with
sufficient information to perform the refile. Additional guidance on submitting refiles is available from each NARA

records center.

(3) When submitting interfiles, the customer agency shall provide the NARA records center with sufficient
information to perform the interfile. This information may be transmitted informally by attaching a paper transmittal
to each document or set of documents to be interfiled in a specific folder. Additional information on submitting

interfiles is available from each NARA records center.

(4) NARA shall refile records within five business days of receipt and interfile records within ten business days of
receipt. '

(5) For refiles and interfiles that cannot be serviced without corrective action, NARA shall contact the CPSC to
resolve the problem. The customer agency shall provide a point of contact with a current telephone number with
all refiles and interfiles it submits to the NARA records centers.

(6) For billing purposes, a refile or interfile fee is applied per refile or interfile. A separate refile or interfile fee is
assigned to Classified records.

g. Photocopies

(1) When directed by the CPSC, NARA RCP will make photocopies of CPSC records within one business day of
receipt of the request.

(2) When directed by the CPSC, NARA RCP will make photocopies of SFs 135 and other customer agency
documents within five business days of receipt of the request.

(3) For billing purposes, a photocopy fee is applied per photocopied page.
h. Quality Assurance

(1) NARA shall continuously and thoroughly review its records center services to ensure that the highest quality
service is being delivered. :

(2) All reference requests that are determined by NARA staff to be unserviceable shall be reviewed by NARA within
one business day of the initial search to determine the appropriate corrective action.

i. Customer Orientation Services

(1) On a semi-annual basis, each NARA records center shall offer at least one workshop highlighting services offered
by the records center. CPSC personnel may attend these workshops free of charge. These workshops will usually be
conducted on the premises of a NARA records center.

(2) NARA shall continue to offer free CIPS training for customer agencies interested in using this system to submit
reference requests electronically.

(3) NARA shall continue to distribute technical reference materials to CPSC personnel free of charge.

CPSC-I-05-1048
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2. Special Services [Reserved]

V. LOCAL AGREEMENTS [Reserved. These agreements may be attached or referenced here. See
also Article ll. COVERAGE] '

V. RATES -

A. Rates for Storage and Services are listed in Attachment C.

All storage rates are expressed as a monthly value per cubic foot.

A Transfer Processing Fee is applied to each CPSC transfer.

Separate rates are applied for the storage and servicing of Classified records.

Separate rates are applied for the storage of Non-Textual Environmentally Controlled records.

Separate rates are applied to selected records requiring specialized services. If applicable, the specialized services are
detailed in Section II1.B.2 and separate rates are detailed in Section V.B.

Separate rates are applied to specialized shipping and handling involving expedited requests and transmission of
requests to the CPSC via fax, telephone, scanning, and the pick up service provided by the WNRC truck fleet.

7. Additional charges may be levied for the destruction of non-textual material.

Additional charges may be levied for negotiated project type work involving micrographic services, Fast Pack
services, permanent withdrawals over 25 cubic feet, and other activities.

DB

o

& 4]

B. Special Services [Reserved]

C. Adjustments - Rates may be adjusted or supplemental billings effected to reflect the actual costs of services provided.
VI. BILLING
A. NARA shall bill the CPSC on a monthly basis, unless otherwise negotiated and recorded in this agreement.

B. The storage charge component of the invoice shall be based on the total number of cubic feet that the CPSC has in NARA-
provided storage on the last business day of each month, as reflected in the NARS-5 inventory of the agency’s holdings on that
date. The monthly storage charge shall be computed by multiplying the holdings figure (according to the record type) by the
rate listed in Attachment C. .

C.. The service charge component of the invoice shall be based on the volume of service provided (according to the record
type) multiplied by the appropriate rate in Attachment C. ‘

D. NARA billings are processed by the General Service Administration. Requests for payment shall be made monthly via the
“Intra-government Payment and Collection (IPAC) system.

E. The NARA billing shall be supported by documentation which shall be forwarded to the address provided above.
Questions regarding invoices should be directed to the CPSC’s account representative at NARA. The account representatives
name, address, telephone number, and e-mail address shall be provided on every invoice.

F. Payments are due upon receipt of invoice. If invoices are not paid within 30 days, NARA may impose additional fees to
recover the costs associated with the delinquency. :

G. Additional terms and conditions apply for customer agencies that have elected to receive a stratified billing. The
additional terms and conditions (if applicable) are contained in Attachment D.

VIl. AUTHORITY

Public Law 106-58, President Clinton signed into law the Records Center Revolving Fund which converted to NARA's
appropriated funding to fee for service.

CPSC-I-05-1048
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VIil. APPROVALS

For NARA:

ﬁ /g /// 1fsifot

OMAS E. MILLS !
Assxstant AI'ChlVlSt for
Regional Records Serwces

%/ s/ J
Déte 7

RIENNE C. THOMAS
ssistant Archivist for
Administrative Services

For: Consumer Product Safety Commission

/7 UK Loty

DONNE HUTTON Date’
Contracting Officer .
Division of Procurement Services
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FY 2005 Customer Estimate

Consumer Product Safety Commission

FY 2005 Estimate

Code: Description Type Workload Rate Estimate
Customer Code: B3

Storage

$1: Standard Storage 42,470 £0.180 $7.644.60
$3: Classified Storage 1 $0.480 $0.48
Storage Total 42,471 $7,645.08
Services - National

AQ: Processing Fee Transfer 63 $42.000 $2,646.00
Al: Standard Transfer 650 $3.350 $2,177.50
A3: Classified Transfer 1 $4.950 $4.95 ¢
C1: Material Costs Cost 121 $1.000 $121.00 |
D1: Standard Disposition 166 $4.500 $747.00
DA: Archival Disposition 11 $4.500 $49.50
F1: Standard Box Refile 161 $3.550 $571.55
F2: Standard File Refile 647 $3.650 $2,361.55
H6: Level 11 Shipping & Handling 6 $5.000 $30.00
H7: Level 111 Shipping & Handling i12 $10.000 $1,120.00
H8: Level IV Shipping & Handling 63 $13.000 $815.00
HR: Rush Shipping & Handling 4 $3.500 $14.00
P1: Standard Photocopy 331 $0.500 $165.50
R1: Standard Box Reference 129 $3.250 $419.25
R2: Standard File Reference o462 $3.800 $1,755.60
Services - National Total 2,927 $13,002.40
Total 45,398 $20,647.48




. A¢tachment A - Definitions of terms used throughout this document.

Accession(ngl:  Tpe éro;:e;ﬁ.-bf'mov:;ﬁg- records from the Jégal custody of the cusIomer BEEDCY - = =t m =t e
to the legal custody of the National Archives of the United States. -

Agency Records Federal records, as defined in 44U.S.C. 330,1 that are storad in the NARA
: records centers while femaining in the Jegal custody of the customer 2gency.
Included are the fo]]ow_-ing types of records: - S :

a. Scheduled temporary records - records described on 2 NARA-approved
 Standard Form 115 as baving insufficient value to warrant their preservation in
the National Archives of the United States;
b. Scheduled permanent records -- records that have been determined by
NARA to have sufficient value to warrznt their preservation in the National
Archives of the United States (Note: Reimbursable charges apply only so long
as the records remain in the Iegal custody of the customst agency): .

. Unscheduled records — records which lack 2 NARA-approved disposition

‘anthority; and
d. Vital records — 'racordsthaimnwdedtomeetoiacraﬂonal
: the legal and financial

responsibilities in emergency conditions or to protect
rights of the Government and its Customers.

-

Business Day: The standard upon which NARA measures jts tornaround time for providing
services to the customer agency. 1t constititas a consecutive 24 hour period
which excludes weekends and Federal holidays. The NARA standard for

servicing routine reference requests i itad jn this agreement as being “‘within
onc business day of receipt.” This means routine reference requests received
by NARA on 2 Monday (not 2 holiday) will be serviced and in trapsit to the
customer agency no later than tha following day, Tuesdzy (not 2 holiday).

Routine reference requests received on 2 Friday (not a holiday) will be '

serviced and in transit to the customer 8gency 10 latar than the following

Monday (not a holiday).
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Emergency
Reference:

This tezm refers to the same day servicing and immediate response (telephone,
fax, or overnight shipping) of a customer agency's reference request. The
criteria for determmining that a reference request requires emergency servicing
will lie solely with the customer agency. If the custorner 2gency Jequires
overnight shipping of records, the customer agency will provide NARA witha
FedEx or Express mail account number to'which the charges will be billed.

Interfile: |

. or pumber. This.information may

(1) The process of adding new documents to an existing folder that has already
been retired to a NARA records center. The process requires the customer
agéncy to provide the NARA tecords center with sufficient information to
perform the interfile. At a minimom, this will include the accession number,
box pumber, NARA records center shelf Iocation number, and the folder pame
; i i be trzmsmitted informally by attaching
paper transmittal to each document or set of documents to be interfiled in a
specific folder. Althongh it is not required, it is extremely beneficial to both
NARA and the customer agency if the customer agency sorts large volumes of
helf Jocation number before submitting

interfiles by the NARA records center s
This helps to keep NARAs costs down and

" them to a NARA records center.
the savings on to its customer agencies.

therefore enables NARA to pass

(2) The t:m:'t-“intcrﬁle"is also commonly used as a noun to describe a new
cha customeragcncyhassubmincdtoNARAtobcaddedtoan

document whi

. existing folder that is already in NARA’s holdings.

NARS-5

‘addition,

The master database that iricludes information about the ;
fer is retired to 2

records centers, The database is updated each time a trans
NARA records center facility and each time a transfer is removed from 2
NARA records center facility (for disposal, permanent withdrawal by the
customer 2gency, or legal transfer'to the National Archives of the United
States). The NARS-5 master database is not updated to refiect temporary
withdrawals of agency records, of permanent withdrawals of less thae one
cubic foot of agency records. ‘ ‘
The database is necessary for the identification, control, and retrieval of all
transfers. Automated reports from the NARS-5 master database are availzble
to costomer agencies in paper as wellina variety of electronic formats, In
invoices will be generated by qarying the NARS-5 database to
calenlate the type and volume of corrent boldings of a particular agency.

Nop-Textnal
Environ-
mentally

" . Conptrolled:

Records of information, maintained in a format other than paper, that require

temperature and climate controls.
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Notice of
Eligibility to
Destroy Records

(NA Form
13001):

This notice shall be sent to an individual designated by the customer ageacy to
alert them that a transfer will soon be eligible for disposal, The notics will be

sent 90 calendar days prior to the scheduled disposal date. In accordance with

NARA policy and procedures, the records will be destroyed 90 days from the
date of this notice or from receipt of the written concurrence of the agency
having legal custody of the records, whichever comas later. The notice will
instruct the customer agency official to annotate their SF 135 (all copies) to

" show that the records have been destroyed. If the customer agency official

does not concur with the notice, they may request an extension of the retention

" period by providing a written justification (including a proposed new disposal
date) to the director of the NARA records center provided on the nofice.-

Permanent
Withdrawal:

The pro;cess ofa customer agency permanently recalling a whole box(es) from

the physical control of a NARA records center back to the phys:cal custody of

a customer agency.

Processing Fee:

Refile:

Charges incurred by the customer agency for each transfer submitted to a
NARA records center. The process covers the review of paperwork for
complizince with current records confrol schedules, verification of disposal .
authorities and dxsposal dates, assigning of space with the NARA faci]uy
assigning a transfer nimber, and npdating NARS-5. Con-ecuon of minor
deﬁc:enc:cs is also included in the proccss )

(1) The process of returning folders that had previously been recalled from
transfers in NARA' records center holdings. The process inclodes placing the
folders back into their original place within a transfer. When submitting -
refiles, the customer agency must ensure that the records being retumed to the
NARA retords center for refiling remain in the same file folder that was *
previously recalled from the NARA records center. o these cases, the folder

will already be annotated with sufficient information to perform the refile (see .

paragraph III B1d{4) above). If the records to be refiled have been placed in
new folders, the custoiner agency must provide the NARA records center with

sufficient information to perform the refile. At a minimum, this will include
the transfer mummber, box number, NARA records center Jocation nnmbcr and
folder name or number,

(2) The term “refile” is also commonly used as a noun to describe a folder that
had previously been recalled from a transfer in NARA records center holdings,
but is currently in the process of being placed back into its original place

within a transfer.
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equests for records,

Routine The process of receiving (from the customer agency) T
Reference:  searching for the requested jtems, pulbing the requested items, replacing the
jtemns with a charge-out document, and shipping the requested itemns backto -
the customer agency. In instances where the requested item is not found, the
ocess also encompasses responding to the customer agency withan.
explanation and working with the customer agency to take corrective action.”
Specialized Sefected Federal records cannot be serviced in the same manner as other
Services: Federal records. Records identified as specialized are detailed in the
. intsragency agrecment. Examples of records requiring specialized services are
- 'tnz:cunnsandpcrsonnclfelaiedrecdrds. :
Specialized The process of re ing requested materials to a customer agency through the
use of telephone, fax, scanning, or metro courier. The process also inclndes
' ck fleet atthe WNRC. . '

‘Shippingand
_ the pick up of new transfers via the tm

Handling:
Standard Form  The form used to initiate and document the transfer of records to 2 NARA
135: records center. The form is submitted to a NARA records center prior to the
. shipment of records. NARA records center staff review the form and return it
to the customer with a transfer number assigned to it or other indication of
approval to ship the records. The customer agency may matntain a detziled
been retired to a NARA

box listing or other index to records which have
records center. These box Jistings and indexes are not part of the SF 135,

- and NARA, does not cies to submit these attachments
(except when the records Are pErmane: i

transfer records to NARA records center st
NARA encotrages its custommer agencies o

its customer agencies, however,

incinde these materials in the first box of the transfer to which they pertain.
This enables customer agencies to reference an off-site backup copy should
the original listing be misplaced. ' ,
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ow the record group level.

The process of billing bel

Unschedaled

Records:

contents. It also encomp

" Agency records which lack 2

records from the physical custody of the customeT

(1) The process of moving Ie€ ‘
yofa NARA records center (formerly referred to

agency to the physical custod

as “Accession™). The process includes all operations involved in armanging the

most efficient transfer of the records and in gaining jmowledge about their -
asses control over center shelf space and the

' such as bills of lading and required

maintenance of related documentation,
complete when the Standard Forma 135

statistical data. The tramsfer process is
(Records Transmittal and Receipt) has been signed by record center officials
ahd returned to the customer agency. ..
used as a noun to descibe 2 set ofa
haring the same in¢lusive
NARA records center 25 2 unit through the

above. 1t is at this Jevel that records are tracked by NARA

throughout the remaindsr of their life cycle. Thereisno limit on the
i size of the unit, but ata minimum, it must always consist of at Jeast
ane cubic foot of records. Some NARA records centers may request that the

customer agency restrict the maximum gize of their transfers to @ '
i tahle to both the customer agency and the

disposition anthority. -
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rved by Eachk NARA Records Center

Attachment B - Geographic Areas Se
(The current address for each facility can be found on the following page.)
STATE NARA RECORDS ‘CENTER STATE NARA RECORDS CENTER
Alsbama NARA Records Center - East Point Mentms MARA Records Center - Deavet
Alaska NARA Records Center - Anchorage (pre- | Nebrasks NARA Records Center - Kansas City
srchival records) Seatfle(all other)
Arizona NARA Recards Center - Laguma Miguel Nevada (Except RARA Records Center - S Bnmo
: Clerk County)
Nevada (Clark NARA Records Center - Laguna Niguel
Coumty)
Arkansas NARA Records Center - Fortk Worth New Hampshirc _ NARA Records Center - Walihamn
California NARA Records Center - San Bruno New Jersey NARA Recards Center - Kansas City
(Northern) .
California NARA Records Center - Laguna Niguel
(Southern)
Colorado NARA Records Center - Denver New Mexico NARA Records Center - Denver
Cennecticat NARA Recards Center - Waltham New York NARA Records Center - Kansas City
Delaware NARA Records Center - Philadelphia North Carolina NARA Records Center - East Point
District of ‘Washington National Reeords Center North Dakota NARA Records Center - Denver
Columbia . - . -
Florida NARA Records Center « East Point Ohio District Court records are retired 10 the NARA Records
’ Center - Chicago. All other materials v retired to the
NARA Records Center - Dayton.
Geargia NARA Records Center - East Paint Oklahoma NARA Records Center - Fort Worth
Hawail & NARA Records Center - San Bruno- Oregon NARA Recards Center - Scattie '
Pacific Ocean US Courts (RG21), DOJ (RGs 60, 33,
Area 118,170, etc., Government of American
Samoa (RG 284)
Hawaii & NARA Records Center - Seattle Pennsylvanis NARA Records Center - Philadeiphia
Pacific Ocean All other agencies. ' )
Area ’
1dsho NARA Records Center - Seattle Puerto Rico NARA Records Center - Lee's Sumumit
Dlinois NARA Reéords Center - Chiczgo Rhode Island NARA Records Center - Waltham
Indiana District Court and Bankuptcy Court South Carolina NARA Records Center - East Point
records gre retired 1o the NARA Records
Center - Chicago. All other materials are
retired 10 the NARA Records Center -
Dayton.
Towa NARA Records Center - Kansas City South Dakota NARA Records Center - Denver
| Kamsas NARA Records Center - Kansas City Termessee NARA Records Center - East Point
Kentucky NARA Records Center - East Point Texas NARA Records Center - Fort Worth
Louisiana NARA Records Center - Fort Worth Utzh NARA Records Center - Deaver
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erved by Each NARA Records Center

Attachment B « Geographic Areas S
(The current address for each facility can be found on the following page.)
STATE NARA RECORDS CENTER STATE - . NARA RECORDS CENTER
Alsbama NARA Records Ceater - East Point Montaza NARA Records Ceater - Deaver
Alisha NARA Rectrds Center - Ancharage (pre- Nebrasha NARA Records Center - Kansas City
archival revords) Setle{all other) ) : .
Arizona NARA Resords Center - Laguna Niguel [ Nevada (Bxeept NARA Records Center - San Bruno
Ch;tCuunty) .
Nevada (Clark andsm-bmlﬁgnel
- County) .
Arkazsas NARA Records Ceater - Forth Worth New Hampshire NARA Records Center - Waltham
Catifornis NARA Records Ceater - San Bruno New Jesey NARA Records Ceater - Kansas Gity
(Northerm) | '
Cafforsia | NARA Resords Ceatez -1agoat Migne!
(Southesn) )
_ Crlorado NARA Records Center - Deaver New Mexico NARA Racords Center - Denver
Comnecticn? NARA Records Center - Waltham New Yok NARA Records Ceater - Kznsas Gty
Delaware NARA Records Cemir - Priladelphia Narth Carolina NARA Recards Center - East Point
District of ‘Washington National Reconds Ceater North Dakot NARA Records Center - Denver
Columbia - R . )
Florida NARA Records Center - East Point Ohio District Court records arc setird to the NARA Rerards
Center - Chicago. Al other materials arerctiredto the
HNARA Records Centet - Daytoa.
. Georgia ‘| NARA Records Cznter - Exst Point Oklxbama NARA Records Center - Foxt Worky
Hawali & NARA Records Centex - Szn Brusio Ocgon NARA Restrds Center - Seattle
Pacific Ocean | US Courts (RG21), DOJ (RGs 60, 25, - :
Area 118,170, etz Goverament of American
] | Samoa RG 284) . . .
Pawail & NARA Recovds Center - Sestle Peansylvania NARA Resards Center - Philadelphia
Pacific Ocean All other agencies. : ’ ;
Area
1deho NARA Records Center - Seattle Puerto Rico NARA Records Center « Lee's Summit
Tiinols . NARA Records Ceater - Chicago Rhode Iland NARA Records Center - Walthemn
Indizna District Court and Bankruptcy Coart | South Carolina " NARA Records Center - East Point
recreds arc retired to the NARA Records . T
Cenler - Chicago. All other matesials are
retired to the NARA Records Center «
Deyton.
Iowa NARA Records Center - Kansas Gty South Datot NARA Reconds Center - Deaver
Ezxnsas NARA Records C:#tﬂ'- Kansas City ‘Tenpessee NA.RA Records Center - East Point
- | ‘Rentocky | NARA Records Center~East Point - - |- Texas - - = -~ . NARA Records Center - Fort Warth -
Louisiana NARA Records Ceater - Fort Worth Uizh NARA Rezords Center - Degver C
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STATE NARA RECORDS CENTER STATE NARA RECORDS CENTER '
Maing NARA Records Center - Waltham Yernont NARA Records Center - Waltham ’
Maryland District and Bankruptey Court records xre | Virginis District and Bankruptcy Court recrds ar¢ retired to the
. retired to the NARA. Records Center - NARA Records Center - Philadelphiz. All othér mmaterials to
Philadelphiz. All other materials to the the Washington National Resords Center.
Washington National Records Centzr. '
Massachusetts | NARA Records Center - Waltham Virgin Islxnds NARA Records Center - Lee's Surnmit
Michigan District Court and Bankruptcy Court Washington NARA Recards Center - Seattle
. secords are retired 1o the NARA Records '
' Cemizr - Chicago. All other materials are
retired to the NARA Records Center - -
Dayion.
Minnesota NARA Retords Ceter - Chicago West Virginia Disict end Bankrupicy Cotrt records are retired 1o the
' . NARA Records Center - Philadelphia. All other matertals to
. the Washington Naticnal Records Center. :
Mississippi NARA Records Center - East Point ‘Wisconsin NARA Records Center— Chicago
Missourl NARA Records Center - Kansas City Wyoming NARA Records Center -Denver

I
NARA Records Center - Chicago Darvid Kuchl Pamecla Wegner (773) 7678860
Office of Regional Records Services (773 581-9688 (773) 581-7B16 -
7358 Pulaski Road david ichl@naz gor pamelawegner@nazs gov
Chicago, IL 60629 . ) : )
NARA Records Center - Dayton David Knehl David Cotnelisse (937) 2257236
Office of Regicnal Records Services (773) 581-06880 (937) 225-2578 - S
Great Lakes Region (Dayton) .
3150 Springboro Road, Bldg 4 « david knehl@nars gov david.comelisse{@nar.gov
Dayton, OH 45439 _
NARA Records Center - Denver Barbara Voss Genola Smith (303) 236-9297
Offce of Regional Records Services Rocky | (303) 236-0801 (303) 236-0827
Mountzin Region (Dearve) :
Building 48, Derrver Fedenl Center barbara voss{@nan gov gencle smith(@nara gov
P.0. Box 25307
Dexnver, CO 80225
NARA Records Center - East Polot James McSweeney Fred Abrzbamian ' {404) 763-7059
Office of Regional Records Serviess (404) 763-7438 (404) 763-7063 - :
Southeast Ragion (Adants) e
1557 St Joseph Awemuz fames mosweeney@nac gov - frederick shmbamian@nars gov
East Poice, GA 30344 .
NARA Records Center - Forth Worth Eent Carter Leopard Harmon (B17) 334-5511
Offics of Regional Records Services (B17) 334-5736 (B17) 334-5515
Southwest Region (Fort Worth)
50§ West Felix Street, Buildng 1 Lent carterGioan gov lentard harmon(@nan pov
P.O. Box 6216
Fort Worth, TX 76115
NARA Records Center - Kansas City Reed Whitaker Linda Srubbs (816) 926-6982
Office of Regional Records Services (816) 823-5028 (816) B23-5029
Central Plhins Region (Kasas City) ‘
2312 East Bannister Road reed whinker(@inan gov Enda stubbs(@nara gov
Kansas City, MO 64131-3011 o
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(B16) 4767623

Office of Regional Records Services Reed Whitaker
Centzal Phins Region (Kansas Gity) (816) 823-5028 (818) B23-5250
Lee's Summit Fachy
5351 Leeo Surnmit Road reed whintker@en gov dean donovan@nam.gov
Lee's Summit, MO 64064 .
NARA Records Center - Laguna Niguel | Shizicy Burton Bruce MacVicar (949) 360-2624
Office of Regional Recouds Sesvices Pacific | (650) 676-5249 (949) 360-6334
Region (Laguma Nigee)
24800 Avia Roed | skideyburton@nar gov - bruee.macvicar@nasagov
1st Floor Esst Entrance
Lsgunz Niguel, CA 525076719
NARA Records Center - Philadetphia | V. Chapman-Smith David Roland {215) 671-8001
Office of Regiopal Records Services (215) 671-8005 (215) 671-8074
Mid-Adsntic Region (Philadetphia - .
Townsend) v.chapman-smith@nara. pore david raland(@nam gov
14700 ‘Townsend Road
Philadelphia, PA 19154
NARA Records Center - Pirsfield Diane LeBlane Edmund Eelly (413} 445-7305
Office of Regional Records Services (781) 647-8745 (413) 445-6B85 x15 .
Northeast Region (Pizsshield) ‘
10 Conte Dzve diane jebhne@nin gov. edmumd kelty@nzmgov
Pimsficld, MA 01201
NARA Records Center - San Brune Shirjey Burton Gary Cramer (650) 576-0920
Office of Regional Records Services Pactfic | (£50) 876-9249 (630) 876-7912
Region {San Foncisco) ' -
1000 Commodors Aveme shidey burton@nam gor gary.camer@nacs gov -
San Bruno, CA 94066
NARA Records Center - Seatile Steven Edwards Steve Ourads (206) 526-6575
Office of Regional Records Services Pacific | (206) 526-6501 (206) 526-6301
Alasla Region (Seatrle) ‘
6125 Sand Pomt Way NE strven adwarde@nira gov steve puradai@inara gov
Seards, WA 98115 :
NARA Records Center'- Walthatm Diane LeBlane FPaul], Palermo (781) 647-8088
Offce of Regianal Records Services (781) G47-8745 (781) 6478108 °
Northeast Region (Bostor) : "
350 Trapelo Read diane Jeblanc@nan gov palpdemo@oan gov
Waltham, MA 02154 . ’ ’
Narional Personnel Records Center Kon Fiadman Givilian Opemations Breoch (314) 5384005
9700 Pzge Averme Director Pat Resler i
St Louis, MO 63132.5100 National Personne] Records Centes (314) 425-57125

(314) 528-4201

ronald kindmzn(@nem gov

- Reference Service Buach

Naztional Pessonnel Records Center Scort Leving William Bassman
Miliary Personnel Records Assistant Dizecior for Mifiary Pasennel | (314) 425-5751
9700 Page Avenme Records
St Lowsis, MO 63132-5100 (314) 5384246 william bsssman@nars gov

scottlevins@naza gov Military Opezations Banch

John Carver
National Personnel Records Center Clifford G. Amsler | (314) 5384248
Civiliap Personnel Records Assisrant Direcror for Civikan Pexsonnel )
111 Winnebago Street Records jobn.carven(@nars gov
St Lowis, MO 631_18-4199 (314) 425-5722 .
chifford amsler@nar gov
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(01) 4577117

Joseph Groomes
(3017) 457-1010

joseph groomes@-nasa. gov
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Attachment C

Serv, Unit

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

OFFICE OF REGIONAL RECORDS SERVICES

RECO

RDS CENTER PROGRAM

TRANSACTIONAL BILLING RATES

(MISC

ELLANEOUS SERVICES)
FISCAL YEAR 2004

Unit of FY2004
Calegory Code Service Type Description Measure Unlt Rate
Miscellaneous ci Cost Misceltaneous Costs + expense {COST)
Miscellaneous c2 Cost WNRC Truck Service Allocated Cosl axpense (COST)
Miscelianeous ox} Cost Miscelianecus Shipping Cosls expense {COST)
Miscellanaous H1 Shipping & Handling WHNRC Truck Service Zong 1 per visit $ 30000
Miscellaneous Hz Shipping & Handiing WHNRC Truck Service Zone 2 per visit § BOO.00
Miscellaneous H3 Shipping & Handiing WHNRC Truck Service Classifiad per visit $ 1,200.00
Miscellanaous H4 Shipping & Handling WHNRC Additional Truck Services per visit § 100.00
Miscellaneous HS Shipping & Handling Levell Per pky. $ 2.00
Miscellaneous He Shipping & Handling Level Per pkg. $ 4.00
Miscellaneous HT Shipping & Handling Level il Per pkg. $ 8.00
Miscellaneous Hs8 Shipping & Handling Level IV Per pky. $ 10.50
Miscellaneous H% Shipping & Handling Registered Per pkg. H 8.00
MisceRaneous HA Shipping & Handling Matro Courier Trip per trip $ 18.00
Miscellaneous HB Shipping & Handling - Metro Courier Box per package $ 1.50
Miscellaneous HO Shipping & Handling Look Up Fes per action $ 215
Miscellaneous HE | Shipping & Handling Scanning per page $ 0.50
Miscellanecus HF Shipping & Handling Fax per page H 1.00
Miscellaneous HH Shipping & Handling HUDHOC Project per box $ 13,50
Miscellaneous HP Shipping & Handling Telephone per request - 3.40
Miscellaneous HR Shipping & Handling Rush per request $ 3.40
Miscelfanecus HV Shipping & Handiing VHA Withdrawal per box 1 1.85
Miscallaneous Lo lLabor Aida - Lavel 1 per houwr s 34.00
Miscellaneous L1 Labor Alde - Lavel 2 per hour - 42.00
Miscallaneous L2 Labor Tachnician * per hour $ 53.00
Miscellanaous L3 tabor Supervisor per hour $ 73.00
Miscellaneous SA Storage Archival cf ! month $ 0.256

RECORDS CENTER PROGRAM



